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OFFICE OF REPORTS AND ESTIMATES

OFERATING PROCEDURE - NOTICE NUMBER: . %

17 March 1850

SUBJECTs CIA Librery, Book Procurement Folicies and Procedures

1. This informetion on the book procurement policies and procedures
of the CIA Library is published for temporary guidance and aid. In the
near future the library expeots to complete revision of same—of these

qALﬂ;hZﬁ}uJ
policies and procedures and will publish a deseiled deseription of—their"
8 SETUE we~rovisels

2. The Library oigers heevily in subject and language categories of
books that nea-iiyfgggﬁ;;; a high percentage == 30 to 45% =- of uncbtainable
jtems., These procurement feilures result becruse some items are out of
print, accurete bibliogrephic information end service from remote ports
are not always obtainable and for man!ﬁ!!iﬁ!ﬁ#ﬂa reasons.

3. The Library follows a conservative policy on cancellation, its files
containing orders outstanding for Qs long as two yeers. Cancellstion is not
made withoutvthe requestor's permission. Before cencellation, items that
have been orderedzéomestically are reordesd with vendors in New York who
specialize in searéhing for obscure items. Books ordered from overseas
sources are treced st the initiative of the requestor. However, the Library
does not heve control over or direct communication with procurement personnel

abroad.

4. Chief, Information Comtrol Branch, ORE, is a

memter of the CIA Document Procurement Committee, which advises the CIA
Librery on procurement matters. ORE requestors are urged to refer to him

problems erising in the procurement of publications.
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